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PURPOSE AND DESCRIPTION

Purpose

This Job Aid is designed to help you in General Voucher Processing. It provides an overview of the sub-processes
involved, as well as step-by-step procedural guidance to perform the activity.

Description

The key activity involved with general voucher processing is creating and using Speedcharts. The creating and using
SpeedCharts process is used to decrease time entering Distribution Information on a Voucher. The user can select
the SpeedChart from the Voucher Entry page, which will then automatically populate the Distribution Information
on the transaction instead of having to populate each individual field manually.

CREATING SPEEDCHARTS PROCESS STEPS

Navigate to the SpeedCharts page: Main Menu > Set Up Financials/Supply Chain > Product Related >
Procurement Options > Management > SpeedChart

1.

The SpeedChart page will be displayed. To create a new SpeedChart, ensure the Add a New Value tab is
selected.

Complete the following fields:
e SetID: The SetID identifies which group of Business Units/Functional Modules the SpeedChart will
apply to.
3. e SpeedChart Key: The SpeedChart Key identifies the SpeedChart. The SpeedChart Key may contain
up to 10 characters and should be recognizable to the user.
e Effective Date: The Effective Date is the date the SpeedChart will be available for use on different
transactions.
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Select Add.
Favorites + Main Menu = > Set Up Financials/Supply Chain ~ » Product Related - > Procurement Options ~ > Management ~ » SpeedChart
l\\ | Welcome TrainUser05 Logged on PFNTRN Al +| Search % | Advance
SpeedChart
Find an Existing "v"az-s
| -
SetiD: SHARE @,
SpeedChart Key: TESTKEYD1
3 User ID: @,
Primary Permission List: AGEMCY_AP_PROCESSOR @,
Effective Date: 031712015 |5
-
4 Add

d Search

Complete the following fields:

6

e Description: The SpeedChart description is used to help identify the SpeedChart when it is added
to a transaction.

e Security Options: Select the users who will have access to the SpeedChart. Access can be granted
to one of the following options: All Users, One User, or One Permission. For One User, the current
User ID is assigned. For One Permission, a Primary Position List is assigned by the user.

e SpeedChart ChartField values: The ChartField values selected represent the ChartString for which
the user is making the SpeedChart.

Favorites « Main Menu = > Set Up Financials/Supply Chain ~ » Product Related + > Procurement Options + > Management - > SpeedChart
L Welcome TrainUser05 Logged on PFNTRN Al ~| Search % | Advanced Search
SpeedChart
SetiD SHARE SpeadChart TESTKEYO1 Eff Date 03/17/2015 *Status Active -
5[ Description SpeedChart Job Aid ] Total Percent  100.00
Security Option Definition
@ Universal (All Users) @ Enter Percentages
© One User © Enter Weights
@ i @
8 One Permission 5[ AGEMCY_AP_PROCESSOR Y ] uom od
N\
Description (]
3 4 r
Speed Charts Personalize | Find | View All | = | First = 1 0f1 Last
Chartfields
Percent Weight GL Unit Bud Ref Fund Appropriation Dept Account Program Oper Unit Product
L 1 100.00 |0.00000 37000@, FY2015 @, |10000@, 13800 @, |4550203020@, 1150000 @, |CONO1 @, WMO0003 @, Iy
4| m | *
5] save '::' Notify [EL Add | #| UpdateDisplay | & Include History ||[Z? Correct History

Note: Use the Percent field to assign mutltiple ChartString values. The sum of all percentages must total
100 before the SpeedChart can be applied.
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6. Select Save.

USING SPEEDCHARTS PROCESS STEPS

Step Action

1 Navigate to the SpeedCharts page: Main Menu > Accounts Payable > Vouchers > Add/Update > Regular
) Entry
To apply a SpeedChart to an existing voucher, select the Find an Existing Value tab and search for the
2. voucher. To apply a SpeedChart to a new voucher, select the Add a New Value tab and create a new
voucher.
3. After the voucher has been selected or added, select the Invoice Information tab.
In the Invoice Lines section, search the SpeedChart field by clicking on the magnifying glass.
Business Unit 37000 Invoice No [12345 Invoice Total
VoucherID 00000043 Accounting Date 03/16/2015 @ Line Total 100.00
Voucher Style Regular Voucher *Pay Terms 23D A schazapays *Currency UsSD
Invoice Date 0318/2015 i} Basis Date Type Inv Date Miscellaneous
Invoice Received i} Freight
AT&T
Total 100.00
Supplier ID 0000000015 @ Difference 0.00
ShortName AT&T-001 O‘
Location MAIN @,
4- *Address 1 @
Save Calculate Pri
Copy From Source Document
Invoice Lines (7 Find
Line 1 [T Copy Down [SpeedCharl @ ]
*Distribute by Amount - Ship To 000031AD08 @
Item |000000000000000 3, Description Test Item 1
Quantity 10.0000 packing Slip
UOM BTL @,
Unit Price | 10.00000
Enter the SpeedChart key in the appropriate field and select Lookup.
Look Up SpeedChart
SetiD: 11500
5. SpeedChart Key: begins with_~ ]
Clear Cancel |Basic Lookup
6. Select the SpeedChart key from the list of Search Results.
7 The distribution information is populated in the Distribution Lines section with the information saved in
) the SpeedChart.
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Distribution Lines

GLChart | ExchangeRate | Statistics || Assets
Copy . i
Down Line Merchandise Amt Quantity
EHE O 1 0.00
Save Save For Later

*GL Unit Bud Ref

37000 @, FY2015

Oa

Fund

10000,

Appropriation

44100

4|

T

@

Personalize | Find | View All \@ |

Dept Account P

3700000000@, 7500000 @,




